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5.0 NFCO045 Multiple Detail Labor Cost Project/Task Code Adjustments

This section of the documentation encompasses the screens used for recording Multiple Detail
Labor Cost Project/Task Code Adjustments. These screens are used to adjust multiple
transactions that were charged to an incorrect Project and/or Task Code. These corrections are
made at the employee level correcting one or more records at a time. This method provides a
detailed audit trail for each transaction. These transactions include the original record and all
correction and reversal records.

The FMC users are responsible for:

¢ Creating the Multiple Detail Labor Cost Project/Task Code Adjustment in CAMS,

¢ Printing the Multiple Detail Labor Cost Adjustment Report,

¢ Retaining the Multiple Detail Labor Cost Adjustment Report at least until FRD approves
the adjustment,

¢ Emailing FRD in Germantown to have the batch approved.

The labor cost adjustments are not posted to the CFS Trail or Funds tables until it has been

approved by the FRD. The FRD email address for DLAS is
DetailLaborNotification@noaa.gov.
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5.1 NFCO045 Multiple Detail Labor Cost Project/Task Adjustment - Detail Labor Cost
List Screen Elements

The NFCO045 Multiple Detail Labor Cost Project/Task Adjustment - Detail Labor Cost screen is
used to display detail labor cost records. Using this screen users may browse detail labor cost
records and select the desired records for update. An example of the NFC045 Multiple Detail
Labor Cost Project/Task Adjustment - Detail Labor Cost is displayed below:

#8 Multiple Detail Labor Cost Project/Task Code Adjustment Screen (NFCO25 ¥ER 5[

Detail Labor Cost List

Emp # Marne Py, Pr| GL End Date | Project |Task| Object Class | Hours | Amount | Sl Hmuunt'.ﬁ.pr.lLIpd.I
O e

il
NN NN N NN

Total: | |

(C - H I ] Post Datke: I FCFY: I Trans Code; I
ACCS: | Update 4CCS |

The Multiple Detail Labor Cost Project/Task Adjustment - Detail Labor Cost screen contains the
following data elements:

Field /Button Name Description

Employee Number Employee’s Department of Commerce Employee Number.

Name Name of the Department of Commerce employee.

Pay Period Pay Period Calendar Year and Number the labor cost record covered.

GL End Date General Ledger end date for posting labor cost records.

Project The code that uniquely identifies the project within a bureau.

Task Project Task Code segment of the Standard CFS ACCS.

Object Class Hierarchical structure consisting of the Object, Subobject, Sub-subobject, and
Function codes that uniquely identifies an object class.

Hours Labor cost hours. Zero for benefit records.

Amount Dollar amount of transaction.
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Field /Button Name

Avl. Amount

Approved Flag

Update Flag
Total: Amount

Total: Avl. Amount

General Journal
Number

General Journal Post
Date

Fund Code Fiscal
Year

Trans Code

ACCS

Update ACCS

December 2003

Description

Displays the amount available for transfer to another project. When a record
displays a zero in this field, users cannot select this record because it has
previously been moved.

If checked, the detail labor cost record has been approved and posted to the
Funds Balance and Trial tables.

Place a checkmark (v) in this field to select the record for update.
Displays the total of all detail records displayed by the query.

Displays the total available amount of all detail records displayed by the
query.

Control number assigned to the detail labor cost record in the General Journal.

Date the detail labor cost record was created in the General Journal.

Fiscal Year the funds were obligated.

The transaction code determines the appropriate General Ledger accounts
affected by this transaction.

Code made up of individual elements of the full ACCS (i.e., bureau, project,
task, fund, program, organization, and object class). The ACCS is used to
derive the transaction code which is used to record the general ledger impact.

Button used to display the Multiple Detail Labor Cost Project/Task Code
Adjustment window.
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5.2  Multiple Detail Labor Cost Project/Task Adjustment - Define Query Criteria
Screen Elements

The NFCO045 Multiple Detail Labor Cost Project/Task Adjustment - Define Query Criteria
window is used to perform an extensive and exact search for detail labor cost records to display
on the NFCO045 Multiple Detail Labor Cost Project/Task Adjustment - Detail Labor Cost List
screen. When performing a query users must enter an employee number or name, project, and
task code. However, users may further refine the search criteria by entering data in any of the
following fields:

Pay Period Covered range GL End Date range
Fund Code Fiscal Year range Fund Code range
Object Class range Transaction Code
Hours range Amount range

GJ Number range GJ Post Date range

Approval Status

Wildcard searches may be performed on Employee Name, Project, Task and Transaction Code
fields.

An example of the NFC045 Multiple Detail Labor Cost Project/Task Adjustment - Define Query
Criteria screen is displayed below:
£ Multiple Detail Labor Cost Project/Task Code Adjustment Screen (NFCO 5[

Define Query Criteria

Employves Mumber: l— Or  Mame: |
Pay Period Covered  From: I_ = I_ To: = I_
Gl Dake  From: I— To: I— Skatus
To: I_
To: I_

Fund Code FY  From: I [ approved
Fumd Code  From: I [~ Mot Approved
Project: I
Task: I

Ohject Class  From: I_ I_ I_ I_ Ta: I_ I_I_ I_

Transaction Code;

Hours  From: I To: I

Arnount  From: I To: I

2] Mumber  From; I To: I

1 Post Date From: I To: I
(] 4 | Clear Zancel

The Define Query window contains the following fields:
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Field /Button Name

Employee Number

Name
(LOV)

Pay Period Covered

GL Date

Fund Code Fiscal
Year

Fund Code

Project Code
(LOV)

Task Code
(LOV)

December 2003

Description

Field used to search for labor cost records by Employee’s Department of
Commerce Employee Number. Note: The system disables the Employee
Number field when a value is entered into the Name field. When the system
disables a field, it clears the field’s contents.

Field used to search for labor cost records by Name of the Department of
Commerce employee. Users may enter an absolute value or a value with
wildcards to search for a name. Note: The system disables the Name field
when a value is entered into the Employee Number field. When the system
disables a field, it clears the field’s contents.

Fields used to define a range to search for labor cost records by Pay Period
Calendar Year and Number. The Pay Period Covered has two components, a
Pay Period Year (before the "-") and a Pay Period Number (after the "-"). A
Pay Period Year has many Pay Periods, therefore users must always input a
Pay Period Year when defining a query that includes a Pay Period Number.
Users may enter a range for Pay Period Covered by filling in both the From
and To fields. The range may be for just the Pay Period Year or Year and Pay
Period Number. If entering a value into the From field(s) only, the query
definition is an "equal to" instead of a range. Note: The system disables the
Pay Period Covered Year To field until a value is entered into the Pay Period
Covered Year From field. The system disables the Pay Period Covered
Number To field until a value is entered into the Pay Period Covered Number
From field and Pay Period Year Covered To fields. When the system disables
a field, it clears the field’s contents.

Fields used to define a range to search for labor cost records by General
Ledger end date for post labor cost records. Users may enter a range for GL
Date by inputting values into the GL Date From and To fields. If entering a
value into the GL Date From field only, the query definition is an "equal to"
instead of a range. Note: The system disables the GL Date To field until a
valid date is entered into the GL Date From field.

Fields used to define a range to search for labor cost records by Fund Code
Fiscal Year. Users may enter a range for Fund Code FY by inputting values
into the Fund Code FY From and To fields. If entering a value into the Fund
Code FY From field only, the query definition is an "equal to" instead of a
range. Note: The system disables the Fund Code FY To field until a valid date
is entered into the Fund Code FY From field.

Fields used to define a range to search for labor cost records by Fund Code.
Users may enter a range for the Fund Code by inputting values into the Fund
Code From and Fund Code To fields.

Field is used to define a range to search for labor cost records by Project Code.
Users may enter an absolute value or values with a wildcard to search for a
Project Code.

Field is used to define a range to search for labor cost records by Task Code.
Users may enter an absolute value or a wildcards to search for a Task Code.

1-7



CBS Detail Labor Adjustments & Summary Level Transfers

Field /Button Name

Object Class

Transaction Code
(LOV)

Hours

Amount

GJ Number

GJ Post Date

Status

OK
Clear

Cancel

December 2003

Description

Fields is used to define a range to search for labor cost records by Object Class
Code. Users may enter a range for Object Class by inputting values into the
Object Class 1 - 4 From and To fields. If entering a value into the Object
Class From field only, the query definition is an "equal to" instead of a range.
Note: The system disables the Object Class 2-4 fields until a valid value is
entered into the corresponding Object Class 1 field. A complete Object Class
must be entered.

Field is used to define a range to search for labor cost records by CFS
Transaction Code. Users may enter an absolute value or a values with a
wildcard to search for a Transaction Code.

Fields used to define a range to search for labor cost records by labor cost
hours. Users may enter a range for Hours by inputting values into the Hours
From and To fields. If entering a value into the Hours From field only, the
query definition is an "equal to™ instead of a range. Note: The system disables
the Hours To field until a value is entered into the Hours From field.

Fields used to define a range to search for labor cost records by the dollar
amount of the transaction. Users may enter a range for Amount by inputting
values into the Amount From and To fields. If entering a value into the
Amount From field only, the query definition is an "equal to" instead of a
range. Note: The system disables the Amount To field until a valid dollar
amount is entered into the Amount From field

Fields used to define a range to search for labor cost records by the control
number assigned the detail labor cost record. Users may enter a range for GJ
Number by inputting values into the GJ Number From and To fields. If
entering a value into the GJ Number From field only, the query definition is an
"equal to" instead of a range. Note: The system disables the GJ Number To
field until a valid number is entered into the GJ Number From field.

Fields used to define a range to search for labor cost records by the date the
detail labor cost records were created (i.e., posted) in the General Journal (GJ).
Users may enter a range for General Journal Post Date by inputting values into
the GJ Post Date From and To fields. If entering a value into the GJ Post
Date From field only, the query definition is an "equal to" instead of a range.
Note: The system disables the GJ Post Date To field until a valid date is
entered into the GJ Post Date From field.

Check box used to search for labor cost records that are approved, not
approved, or both,

Button used to execute the query.
Button used to clear all fields in the window.

Button used to cancel any changes to the existing query definition and return
to the Multiple Detail Labor Cost Project/Task Adjustment - Detail Labor Cost
List screen without executing a new query.
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5.3  Multiple Detail Labor Cost Project/Task Code Adjustment Screen Elements

The function of the Multiple Detail Labor Cost Project/Task Code Adjustment screen is to
transfer the cost of multiple detail labor cost records to a different Project and/or Task Code.
Authorized users may make changes in the Project and Task Code fields only. An example of
the Multlple Detall Labor Cost PrOJect/Task Code Adjustment screen is displayed below:

X

Project/Task Code Adjusment

—Old Project and Task Code

Bureau Code: | 14 Project Code: F‘HWGP-LB Tazk Code; PLE Trans Code; FBSDID Fund Code: | 02

—Hew Project and Task Code

Bureau Code: | 14 Project Code: I Tazk Cn:nde:l Trans Code: I Funid Cn:nde:l

Explanation: I_ Mame: |

Update ACCS | Print List | Cancel { quit |

The Project Task Adjustment window contains the following fields:

Field/Button Name Description

Old Project and Task  This block displays the Bureau, Project, Task, Trans, and Fund Codes of the
Code Block original record. These fields may not be changed.

New Project and Task Code Blocks:

A code that uniquely identifies a bureau within the Department of Commerce.

Bureau Code This code displayed is the bureau code from the NFC. This field may not be
changed

Project Code The code that uniquely identifies a project within a bureau. Double-clicking in

(LOV) the field will display a List of Values.

Task Code Project Task Code segment of the Standard CFS ACCS. Dependent on the

(LOV) project. Double-clicking in the field will display a List of Values.

Trans Code The transaction code of the selected Detail Labor Cost record. When “*****”

is displayed the selected records have different Transaction codes. This field
may not be changed.

Fund Code Code that identifies a fund/appropriation within a bureau. This code is derived
based on the Bureau and Project. This field may not be changed.
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Field/Button Name Description

Explanation Double click in this field to display the Explanation window.
#8 Multiple Detail Labor Cost Project Task x]

Please provide an explanation for update.

e

-

2k I Exit/Clear I Brimt Zerkification Farm

Enter an explanation for the change. When finished, click the OK button to
return to the Project Task Code Adjustment window.

Note: When an explanation has been entered in the Explanation window an
“x”” will be displayed in the Explanation block on the Project/Task Code
Adjustment screen.

Name Displays the Explanation for the change entered in the explanation dialog.
Update ACCS/ Button used to accept any changes, print the Multiple Detail Labor Cost
Print List Adjustment report, and return to the Multiple Detail Labor Cost Project/Task

Adjustment - Detail Labor Cost List screen.

Cancel/Quit Button used to cancel any changes and return to the Multiple Detail Labor
Cost Project/Task Adjustment - Detail Labor Cost List screen.
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5.4  Query for a Labor Cost Record

The query feature is used to limit the number of records displayed in the Multiple Detail Labor
Cost Project/Task Adjustment - Detail Labor Cost List screen to those that meet specific criteria.
At a minimum, a user must enter an Employee Number or Name, and a Project and Task Code;
however, other fields may be entered to narrow down the search.

To Query for a Labor Cost record:

Step

Description

Procedures.

Il CAMS NAVIGATOR {CAMSMAIN ¥

1 Login into the CAMS GUI application. Note: Instructions are provided in Section 2.2 Login

=10l

B2} CAMS Applications

E‘J: Personal Favorites List
= MAIN

BT GRANTS
FE ASAP

EHe= NFC

£ ADMIN

£ LOOKUP

£ MAINTENANCE
£ REPORTS

— TRANSACTIONS

[Ix] HFCOD3 - Labor Transaction Comections
[[&] HFCO05 - Detail Labor Adjustments

[kl NFCO15 - Detail Labor Approval

[kl NFCO26 - Cash Reconciliation HFC Abstras
[7x] HFCD27 - Cazh Reconciliation Close Unrec
[7x] HFCD43 - Correction screen [multiple]

i

@0 Processing

screen:

expanded list.

level.

be displayed.

The CAMS Navigator menu will be displayed .

To Access the Multiple Detail Labor Cost Project/Task Adjustment - Detail Labor Cost List

1. Click the MAIN option on the Navigation tree.

2. Click on the NFC Option from the Main expanded list.

3. Click on the TRANSACTIONS option from the NFC expanded list.

4. Double-click on the NFC045- Multiple Changes option on from the Transaction

Note: The Navigation Tree may display different options for each user based on their access

The Multiple Detail Labor Cost Project/Task Adjustment- Detail Labor Cost List screen will

December 2003
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Step

Description

2

Press the

%l | icon on the toolbar.

The Multiple Detail Labor Cost Project/Task Code Adjustments - Define Query Criteria screen
will be displayed.

£ Multiple Detail Labor Cost Project/Task Code Adjustment Screen (NFCO45 x|

Define Query Criteria

Employves Number: I Or  Mame: |

Pay Period Covered  From: I_ = l— To: = I_
Gl Date  From: I— To: I— Skatus
Fund Code FY From: I_ Toe I— [~ approved
Fund Code  From: I— Ta I_ I™ Mot Approved
Project: I
Task: I_
Object Class From: I_I_ I_ I_ To:l_l_l_ I_
Transackion Code: I—

Hours  Frara: I— Tao: I—
Amount  From: I— To: I—
&1 Mumber  From: I— Tor I—
G1Paost Date  From: I— Ta: I—

OF I Clear I Cancel I

At a minimum, users must enter an Employee Number or Name, and a Project and Task Code;
however, data may be entered in any of the following fields to narrow down the search:

4 Pay Period Covered Year 4 GL End Date range
and Number range ¢ GL End Date range

4 Fund Code Fiscal Year range 4 Fund Code range

4 Object Class range 4 Transaction Code

4 Hours range 4 Amount range

4 GJ Number range ¢ GJ Post Date range

¢ Approval Status

Wildcard (%) searches may be performed on Employee Name, Project, Task, and Transactions
Code.

Note: The NFC Payroll File is indexed on Employee Number. Therefore, using the Employee
Number in searches will display results faster.

Press the OK button to execute the query.
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Step Description
The system will display the Multiple Detail Labor Cost Project/Task Adjustment - Detail
Labor Cost screen displaying all records that match the query criteria entered.
£ U.S. DEPARTMENT OF COMMERCE [OPS$NFANNLOV@&GP2 WORLD - Oracle Forms ¥6)
Action Edit Fawvorites Application Help  Windaw
LB (| sl [»] 3]z
—Ex NFC02 Detail Lahor Cost List
| £5) NFCO3
HER MFCO3  Emp 8 ame Py. Pr| GLEnd Date| Project |Task] Object Class | Houws | Amount | &l AmountIApr.IUpd.I
Lg% NFCo3 | 13872 HORNBECK, Ani[3 - 01 Bo-nov-2003 pawiGaLEpLB |11 [s3[oofoa] 000 459 07 45907 W [ -
REPORT! | 13872 HORNBECK, M3 - 01 po-noy-2003 povwisalEfLE [11 [s9[oo[oo[  ooo 45807 45907 F [
TRANSAI [ 13872 HoRNBECK, M|z - 01 o-noy-2003 pevicalEfLE [11 [s9[oofoo[ o.00 38256 38256 7 [
| %) NFCOD = &
| £7] NFCOD rr
L 7] NFCO1 rr
Ll NFCO2 I |§
|3 NFCO2 5
| £7) NFCO4 rr
e =1
{1 PROCUREM 5 &
3 B AR 1TH-
{0 DBA .
L) Budget Oper Total: [ $1,300.70 $1,300.70
1 ESPS 5] #:I 1740 ] Post Date: |12-NOV-2EIDS FCFY: I 2003 Trans Code: I LE3010
e GTA : [14 09WGALE-PLE 02 09- O1- 08- 050 08-06-0001- 02- 00- 00- 00 11- 59- 00- 00 0000000C
i gel _Update 4CCS |
EH Standard Interface
1 PRS
1| _ |
This iz the first record
|Recard: 143 [ [ |<05C: <DBG: |
4 Use the Up and Down arrow buttons or the side slide bar to browse through the list of records

that meet the query criteria.
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5.5Updating Multiple Labor Cost Records

The NFCO045 Multiple Detail Labor Cost Project/Task Adjustment - Detail Labor Code List
displays all records that meet the selection criteria in a query. This screen is also used to select
those records that require correction. The NFC045 Multiple Detail Labor Cost Project/ Task
Adjustment - Detail Labor Code List screen is used to transfer multiple labor cost transactions
from one Project and Task Code to another. When making a correction, the system will ensure
that the debits and credits, resulting from the changes to the amount, are balanced. When saving
the adjustment record, a adjustment and reversal transaction reflecting the change will appear in
the Multiple Detail Labor Cost Project/Task Adjustment - Detail Labor Cost Screen in a
unapproved status. The reversal and adjustment records will not be posted to the CFS Trial and
Funds Control Tables until they have been approved on the Detail Labor Cost Approval Window
by the appropriate Approving Official.

To Update a record:

Step Description

1 Use the instructions provided in Section 5.4 Query for a Labor Cost Record on fields to find
the record that needs to be updated.

On the NFC045 Multiple Detail Labor Cost Project/Task Adjustment - Detail Labor Cost List
screen, click in the Upd. field to identify each record requiring a change in Project and or Task.

Note: The following message is displayed when the record is not available for selection.
i
No Amount ! i X|

@ Available amount is zero, You cannot select this record,

Click on the

Update ACCS | b tion,

December 2003 1-14
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Step Description
2 The Multiple Detail Labor Cost Project/Task Adjustment - Project/Task Cost Adjustment
screen will be displayed.
£ Multiple Detail Labor Cost Project/Task Code Adjustment Screen (NFCO45 ¥ER |
Project/Task Code Adjusment
—Old Project and Task Code
Bureau Code: IF Project Code: EQWEC?D Tazk Code: P00 Trans Code: FBSDII Fund Code: | 02
—Hew Project and Task Code
Bureau Code: | 14 Project Code: I Tazk Cnde:l Trans Code: I Fund Code:l_
Explanation: I_ Mame: |
Update ACCS | Print List | Cancel J quit |
Note: The fields within the Multiple Detail Labor Cost Project/Task Code Adjustment -
Project/Task Cost Adjustment screen are automatically populated with the detail data for the
records selected on the Multiple Detail Labor Cost Project/Task Code Adjustment - Detail
Labor Cost List.
December 2003 1-15
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Step

Description

3

Users may update the Project and Task field only. However, the Fund and Program Code
fields are derived from the Project Code and may change as adjustments are made to the
Project Code.

Type the changes in the appropriate Project and/or Task Code field(s) or select a value from
the list of values.

To use the List of Values, double-click in the Project or Task field to display the list of values
for that field.

Projects x|
Fird Ffo

Project Code Diescr Fi Direct Flag
OEWRICES LOCAL WaARMN & FORECAST-RECOVERY EXPEMSES )

D9P10FF OFFSET CORP SERVICES 2003 D
DWEDOFF EMPL COMTRIE OFFSET COST &CCUM 2003 D
DWECTD EMPLOYERS COMTRIBUTIONS &CTUAL 2003 D
DWIE0FF FMC OH QFFSET COST ACCLUM 2003 D
DWE0FL Lo OH OFFSET 2003 D

Do ALE LABOR DEFALLT NOAS (NOH) 2003 D
DaWWLOFF LEAVE OFFSET QST ACCLM 2003 D

DLy 71 SICK LEAVE TAKER 2003 D

DoWWLYT S OTHER EXCUSED ABSENCES 2003 D
DoWLYE] ANMUAL LEAYE TAKEM 2003 D
DoWWLYES LUMP SUM LEAYE 2003 D
DoWLYES COMPEMSATORY TIME TAKEM 2003 D
DoWWLYET SHORE LEAVE TAKEM 2003 D

Do LY 35 TIME OFF A5 Al AW ARD 2003 D

Do Lyaa HOME LEAYE TAKEN 2003 D
12kC10l FOLLEY BEACH 2003 D
12kC102 GREAT BAY PARTMERSHIP 2003 D
12kC104 MNERE.S COMSTRUCTION 2003 D _ILI

4 3

Find | Cancel |

To select a value either:

4 Use the scroll bar to move up and down through the selection list to find the appropriate
code and click on the selected value, or

¢ Enter the value in the Find field and press the Find button.

Note: If the entire value is not known, users may use wildcards in the Find field to help
locate the appropriate code.

The value will appear highlighted in the selection list. Click OK to exit the List of values and
insert the selected value in the field.

December 2003 1-16




CBS Detail Labor Adjustments & Summary Level Transfers

Step Description
4 £ Multiple Detail Labor Cost Projeck; T EI
Please provide an explanation for update.
(]9 I ExitiClear I Brimk Eerkikication Farm |
Double-click in the Explanation
field to open the Multiple Detail Labor Cost Project Task Explanation screen.
Enter a brief explanation for the change being made and click OK.
5 The system will return to the Multiple Detail Labor Cost Project/Task Code Adjustment

screen.
Click the
Update ACCS J Print List |y

The following system prompt will be displayed on the screen:

Save Changes x|

Do wou want to update the projecttask code of the selected
' "_n, records and prink the Multiple Detail Labor Cost Adjuskment
= Repork?

T L = e o Tt T T reT T T 5 T

Click “Yes” to generate the appropriate labor cost adjustment transaction and to display the
Multiple Detail Labor Cost Project/Task Adjustment - Detail Labor Cost List screen as
unapproved entries.

Note: Clicking “No”” will close the message dialog and display the Multiple Detail Labor Cost
Project/Task Code Adjustment screen.
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Step Description

6 The NFCO045: Previewer will appear on the screen displaying the Multiple Detail Labor Cost
Adjustment report.

To Print the report, click on the
'% on the icon bar.

After printing click on the % to close the report previewer and return to the Multiple Detail
Labor Cost Project/Task Adjustment - Detail Labor Cost List.

7 Click the

ﬂl to return to the Navigator menu.

5.6 Multiple Detail Labor Cost Adjustment Report

The Multiple Detail Labor Cost Adjustment Report displays the explanation for an adjustment,
the employee number and name of the employee whose records are being adjusted and a list of
records that are being adjusted. This report is generated to certify that an adjustment is proper
and the explanation for the adjustment are complete. The adjustment will not be posted to the
CFS Trial and Funds Control Tables until final approval have been given by the Finance Office.

5.6.1 Multiple Detail Labor Cost Adjustment Report Example

Report Header: The report header consist of the name of the report and the date the report was
printed.

Report Body: The report displays the explanation for the adjustment, the employee number and
name, Bureau Code, the old and new General Journal Transaction Number, the old and new GL
End Date, the old and new Project, Task, and Fund Codes, the pay period covered, pay period
processed, the hours and amount.

An example of the Multiple Detail Labor Cost Adjustment Report is displayed on the following
page.
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Explanation for the Adjustment
Correct Project charged

Transaction Detail

Multiple Detail Labor Cost Adjustment

March 24, 2004

Emp # Name Bureau Code
1537Doe, John 14
GJ# GL End Date Project Task Fund Pay Period Pay Period
Old New old New old New Old New OIld New _Covered Processed Hours Amount
1748 1788 30-NOV-03 30-NOV-03 48M1J10 12KC101 POO POO 01 16 3-01 3-01 -33.00 -$1495.0

December 2003
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5.7 Notification Email to FRD

The rules for the notification email to inform the

FRD about the Multiple Detail Labor Adjustment are as follows:

1. The FRD email address for DLA's is DetailLaborNotification@noaa.gov.

2. The user must generate an email to FRD informing them that a Multiple Detailed Labor
Adjustment has been completed and is ready for their approval. The notification email must be
sent to FRD otherwise they will not be aware of the transaction to approve.

3. The User must address the email to the appropriate individuals in the FRD.

4. In those cases where the detailed Labor Adjustment crosses FMC’s, the email should be
addressed to the affected FMC. Then the affected FMC will forward the email to the FRD
stating their concurrence or non-concurrence with the adjustment.

5. The email SUBJECT line must include the GJ number, the dollar amount, and the date the
adjustment was made. The FRD personnel will reply to the email (i.e., REPLY ALL) when the
adjustment has been approved or with a special message stating why the adjustment has not been

approved.

6. Sample emails covering several adjustment scenarios follows.
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NOTIFICATION EMAIL SAMPLE 1
Detailed Labor Adjustment
that Does Not Cross FMC’s

Blle | Edit Wiew Insert Format  Ophions  Tools  Help

S B V. 2.6 5.

Send Contacts Spell Attach  Security Save

Rl HEE Fred Perry <fred, perryi@noaa,goyv =

» To | 4] DetailaborAdjustments <DetailaborAdjustments@noaa.goy >

Subject; | G1# 12345, $35.00, Jan 26, 2004

| Eody Text V| | Yariable Widkh V| II_ A A ‘ =0 U= a5 = = | =- =- '::;".‘:' i

— 3

Please approve the Detailed Labor Cost Adjustment mentioned in the subject line above. Call me if vou have any questions.

thanks, fred p|

Fred Perry

Financial Systews Diwvision

Budget Execution and Cost Analyst Team
Voice: 301-444-2815; Fax: 301-444-25843
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CBS Detail Labor Adjustments & Summary Level Transfers

NOTIFICATION EMAIL SAMPLE 2
Detailed Labor Adjustment
that Crosses FMC’s

A Compose: GJ ¥ 12345, 5250.00, Jan 26, 2004

File Edit | Wew Insert Format  Options  Tools  Help

e B V. ¢ . 6. &

Send Contacts Spell Attach  Security Save

From: | Fred Perty <fred perryi@noaa.govs - Mall for fred. perry@mail. nems. noaa.goy

hd To: | [45] Anna Lovett <ann lovetb@noaa,goy >

Subject: | GJ# 12345, $250.00, Jan 26, 2004

|BodyText V||FixedWidth V|.|‘ A A B I U | iIZ i &

1
4
&
a1
i
a1

I did & Detailed Labor Cost Adjustment for employee George Washington, to chahge the
organization to your FMC for the Cash Award you gave him in pp 25.

Please forward this emwail to FRD indicating that you concur with the Detailed Labor Cost
Ldjustwent.

FHNC Details:

FROM: OFA Oe-04 approver: Fred Perry
T NMF3 30-99 approver: Ann Lowvett

thanks, fred p

Fred FPerry
Financial 3ystems Diwvision
Eudoger Execution and Cost Lnalyst Team
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CBS Detail Labor Adjustments & Summary Level Transfers

NOTIFICATION EMAIL SAMPLE 3
Detailed Labor Adjustment
One Email for Multiple Adjustments

File | Edit Wiew Insert Format  Options  Tools  Help

B 8 V. @- 6. &

Send Contacks Spell Attach  Security Save

(U Fred Perry <fred, perry@noaa, goy =

b To: | 45 Detaillaboradijustrments <Detaillaboradjustments@noaa, goy =

Subject: | Multiple Detailed Labor Cost Adjustments, Jan 26, 2004

|BudyText V| | Wariable Width V|.|' fa A B I U= 3= <

Please approve the follownng Detailed Labor Cost Adjustments done by me on Jan 26, 2004

] # Dollar Amount
12345 £37.50
456778 F250.00
26785 F12.95
thanls, fred p

Fred Perry
Financial Systems Division
Eudget Execution and Cost Analyst Team

TIm s~ 204 AAA 2040 Temars 204 A 20072
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